
POLL WORKER TRAINING 

GENERAL ELECTION 2016 

Visit our website at: http://vote.mahoningcountyoh.gov/ 

http://vote.mahoningcountyoh.gov/


PRESIDING 

JUDGE 

Before Election Day 



CHECK YOUR SUPPLIES 



PRESIDING JUDGE CHECK OFF LIST PAGE 1 



PRESIDING JUDGE CHECK OFF LIST PAGE 2 



OPENING THE 

POLLS 
Arrive no later than 6:00 a.m. Election Day 



POLLING LOCATION LAYOUT 



POLLING LOCATION SET-UP AND ASSIGNED DUTIES 



POSTED MATERIALS 



THE RED POLL BOOK 

Each Precinct Election Official must sign on the first page. 



THE RED POLL BOOK (CONT.) 

Note Stub 

Number 

Highlight the 

Voter’s Name 

Note Any 

Additional 

Ballots 



THE RED POLL BOOK – PROVISIONAL VOTERS 

Provisional Voters are 

to be noted on the last 

page. 

 

You will need to record: 
 

• The Voter’s Name 

• The Voter’s CURRENT 

Address 

• Stub Number (up to 3) 



FORMS TITLE PAGE 



FORMS TABLE OF CONTENTS 



OATH – POLL WORKERS 



PAYROLL SHEET 



POLL WORKER REPLACEMENT FORM 



OPENING SERIAL NUMBERS 



CLOSING SERIAL NUMBERS 



OATH OF OBSERVERS 



ELECTION DAY LOG 



VOTING MACHINE LOG 



MEMO SHEET 



DECEASED VOTER FORM 

Name of Deceased 
(Please Print) 

Family Member Name Family Member Address Zip Phone Number 

  

  
1 

        

  

  
2 

        

  

  
3 

        

  

  
4 

        

  

  
5 

        

  

  
6 

        

  

  
7 

        

  

  
8 

        

  

  
9 

        

  

  
10 

        

MAHONING COUNTYBOARD OF ELECTIONS - Directive 2012-18         11-04-2014                     Precinct :    __________________ 

Deceased Voters:    The following form is to be attested to by a family member of the deceased and will be confirmed by the State of 

Ohio and the Mahoning County Board  of Health and Ohio Vital Statistics.  Family Member must provide Death Certificate after contact 

from Board Office. 

 



POLL WORKER EVALUATION 

Election Date:   General, November 4, 2014 

Evaluator Name: 

__________________________________________________ 

Precinct Number/Name: _________________________________________________________ 

Evaluator Position: 

__________________________________________________ 

Polling Location: _______________________________________________________________ 

Evaluation Date: 

__________________________________________________ 

Precinct Election Official Name Title Number of 

Elections 

Worked 

Training of Poll 

Workers (both must be 

completed to be eligible) 

Opening of Polls Reporting of Problems Provisional Ballots Closing of Polls Reconciliation After Polls Closed 
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  PJ                                       

  DPW                                       

  RPW                                       

  RPW                                       

Points Key(Maximum score is 20) 

Evaluator Comments: 

X = 1 

O = 0 (zero) 

Range of Score Recommended Action 

20 - 16 Retain or Reappoint = OK 

15 - 11 Re-train = T 

10 and under Remove = R 
Date Reviewed with BOE Board Members:           /         /           by __________________________________________________ 



PRESIDING JUDGE CHECK OFF LIST 



CHECK LIST 



ROLE OF ELECTION OFFICIALS 



VOTING PROCEDURES 



VOTER PRINT TICKET 

Voter Address, 

Name and DOB 

Poll Location 

Precinct and 

Selected Party 

(Primary Election) 



OPENING THE DS200 - VIDEO 



OPENING THE DS200 



PLACE THE VOTED BALLOT SIGN ON MACHINE 



HANDLING SOILED AND DEFACED BALLOTS 

THE VOTER INTENT ENVELOPE 



HANDLING THE BALLOT BOX 



ACCEPTABLE VOTER IDENTIFICATION 





POLLING LOCATIONS WITHOUT A PROVISIONAL SUPERVISOR 
PROVISIONAL VOTERS 

  

  Who is entitled to vote a provisional ballot?     A Provisional Voter is a currently registered voter in Ohio 
  who has moved within Mahoning County or from another county within Ohio to Mahoning County on or prior  
  to election day and failed to file their change of address with the Board of Elections. 
 

 

A.   If a voter has moved or changed his/her name WITHIN   Mahoning County or the State of Ohio and did 
      not notify the Board Office they must vote a Provisional Ballot in the precinct they now reside. 

  

  B.    Other Reasons for a Voter to Cast a Provisional Ballot. 
 

1. The voter's name does not appear in the official electronic poll book or the poll worker cannot 
determine the eligibility of the voter. Call the Board (330-783-2474) for verification. 

 

        2.  The voter is unable or declines to provide the required proof of identification. 
 

        3.  The voter's name appears in the electronic poll book as having requested an absentee ballot.  
 

       4.  The voter is flagged in the electronic poll book with a notation that the registration mailing sent to 
            him/her was returned to them as undeliverable. 
 

        5.  The voter is flagged as being challenged as a qualified elector prior to Election Day and a hearing on                       
              the challenge is postponed until after Election Day. 
 

         6.  The signature of the voter does not match in any way the signature on file with the Board of Elections                     
              as provided in the Electronic Poll Book.  
 

      7.  The voter is challenged by a precinct official on Election Day and refuses to fill out the required                               
           statement. 
 
 
 

PRECINCT WITHOUT A LOCATION SUPERVISOR OR PROVISIONAL SUPERVISOR 
 
 

Directive 2007-06 issued by the Ohio Secretary of State instructs the Board of Elections that Provisional 
Voting shall be by paper ballot, regardless of the type of voting machine or method used for regular ballots. 
 
 

VOTING A PROVISIONAL BALLOT:   
 
 

A.   To process a Provisional Voter do the following:  Is this voter in the CORRECT Ward and    
      Precinct?    Check the print voter ticket provided - Make sure the provisional voter Is 
      In the correct precinct!  If they are in the wrong precinct, direct them to the correct precinct. 

             All these procedures should be handled at the E-Pollbook Table. 
 

 

                    B.   Fill out the PROVISIONAL BALLOT AFFIRMATION INCLUDING ID STATEMENTS 
               on the Yellow Provisional Ballot Security Envelope with the information provided by the voter.  
 

                 1.  The Voter must sign the form before the ballot is issued.  
 
 

 C.   Print the voters name in the Walk-In (Provisional) voter section of the poll book  
      (Yellow). 

 

 D.   Give the Voter:   a. A Paper Ballot (Marked with the Precinct they are Voting In).      
 

 

                                    b. Their Security Envelope 
                                     (Signed and Marked with the Precinct they are Voting In).  
 
 

                c. Instruct the Voter to Use the Pen Provided and to Blacken the Oval.  
 
 

                d. Instruct the Voter to Fold the Ballot in Half, Place it in the Envelope, 
         Seal It and Return It to the Precinct Table who issued the ballot.    
                                Place Voted Envelope in Red Canvas Provisional Ballot Bag.  
 
 

                    e. Hand the Voter the Provisional Hot Line Numbers provided in your blue                                

                                                     provisional packet. (PINK) 
 

 

PROVIDING PROOF OF IDENTITY WITHIN 7 DAYS AFTER THE ELECTION 
Inform the voter who does not have or refuses to provide ID and votes provisionally that in order for their provisional     
ballot to be counted they must provide proof of proper identification. 
 

 A. The voter can return to their polling location with the required ID information and present it to the poll 
workers before 7:30 PM on Election Day. 

 

 B. A provisional voter can insure that their provisional vote is counted by appearing in person at the Board 
  of Elections Office, 345 Oak Hill Avenue, Suite 101, Youngstown within 7 days immediately after  
              Election Day and completing the appropriate steps. 



POLLING LOCATIONS WITH A PROVISIONAL SUPERVISOR 
 

PRECINCT WITH A LOCATION SUPERVISOR & PROVISIONAL SUPERVISOR 
 

  

AT THE PRECINCT TABLE:  
 

1. The Poll Workers will find the Provisional Section (Walk-In Voters) in the Red Poll Book.  They will enter 
 the voters Name and Address and the ballot stub number in the appropriate space. 

 

2.   A Poll Worker will tear off the ballot – leave the stub on – place the ballot in a sleeve, conduct the        
      provisional voter to the PROVISIONAL SUPERVISOR TABLE, tell the Provisional Supervisor what  
      precinct the ballot is from and hand the ballot to the supervisor.  
 

 

 

PROVISIONAL SUPERVISOR DUTIES 
 

AT THE PROVISONAL SUPERVISOR TABLE: 
 

 The Provisional Supervisor will remove the correct Yellow Provisional Envelope from the Blue Binder. Check 
      the Ballot Sleeve to make sure you are pulling the envelope from the correct Blue Binder.   They will then 
      proceed with helping the voter fill in the information needed. 

  

           1.   The voter must fill out the PROVISIONAL BALLOT AFFIRMATION, VERIFICATION & REGISTRATION STATEMENTS 

                    on the Yellow Provisional Ballot Security Envelope with all the information required.                  

1. The Voter must sign ALL the forms on the envelope before ballot is issued.  

(Check RED Arrows on Envelope to make sure everything is filled in properly). 
 

 2.   Give the Voter:   a The Paper Ballot (Marked with the Precinct they are Voting In).                                       
          

  b. Their Security Envelope (Signed and Marked with the Precinct they are Voting In).  
             

     c. Instruct the Voter to Use the Pen Provided and to Blacken The Oval.  
 

              d. Instruct the Voter to Fold the Ballot in Half, Place it in the Envelope, Seal It  
                 and Return It to the Provisional Supervisor Table.       

                e. Hand the Voter the Provisional Hot Line Numbers provided in your blue                                

                                                    provisional packet. (PINK). 
 

   f. The Voter is free to leave the polls. 
 
 

3.   Provisional Supervisor – Take the voted Yellow Provisional Ballot Affirmation Envelope to the correct 
      precinct it should be counted in.   MAKE SURE a Poll Worker places it in the Red Canvas Provisional     
      Security Bag before leaving the table.      
 

4.   Return to your table to help the next voter.   
   

  a.   You may have more than one provisional voter at a time from more than one precinct. 

        TAKE YOUR TIME!    Provisional voting must be done properly.  If you have           

                    questions about correct ballots or ID issues – call the Board of Elections 
                                 (330-783-2474) or ask the poll workers at the table.    
 

 
 
 

PROVISIONAL VOTERS – “Right Church / Wrong Pew”   
 

 If the voter cast the provisional ballot in the wrong precinct, but in the correct polling place, and a precinct 
election official did not complete and attach SOS Form 12-D to the provisional ballot envelope then the  
Board must remake and count the provisional ballot for only those contests for which the voter was otherwise 
eligible. 

 

 If the voter cast the provisional ballot in the wrong precinct, but in the correct polling place and (1) the poll 
worker completed SOS Form 12-D and (2) the Board verified that the precinct to which the poll worker 
directed the voter was the correct precinct, the Board must reject the provisional ballot.  Attach Form 12-D  
to the Yellow Provisional Envelope. 

 
 

SIMPLY PUT - If the voter is in the correct location but insist on voting in the wrong precinct the poll     
 worker MUST fill out form 12-D.   If the poll worker directs him to the wrong precinct and fails to fill  
 Out the form the ballot has to be remade at the Board Office and counted.   
 
 

LOCATION SUPERVISORS, PROVISIONAL SUPERVISORS AND POLL WORKERS 
MUST BE VERY CAREFUL TO MAKE SURE ALL PROVISIONAL VOTERS ARE IN 

THE CORRECT PRECINCT! 



SECRETARY OF STATE FORM NO. 12-D 



New Provisional Envelope 



RIGHT CHURCH/WRONG PEW 

ABSENTEE/PROVISIONAL 



CURB SIDE VOTING 
 

Curbside voting is the process followed when a person who is physically unable to enter a polling location 
sends another person into the location to inform the poll workers of his/her desire to vote. 
 
The following steps are to be taken:   

   
  1.  Two election officials (one from each political party) take the curbside envelope and the clipboard to                 
                   the voter in the automobile.  The voter fills in the curbside envelope and signs it. 
 

 If a voter who wishes to utilize the curbside voting process is unable to sign his or her name 
 do the following: 

        The two election officials witness the voter's mark on the curbside envelope. 

          

2.  The voter must provide appropriate ID. 
    

3.  The two poll workers take the curbside envelope and return to the e-poll book table, a poll    

      worker manually enters the name from the curbside envelope. The election official records  

      the Voter as a curbside voter in the electronic poll book in the Notes Section.   They also record  

      the type of Identification presented by the voter.  
 
 

   4.  The voter is marked as voted and a Voter Print Ticket is issued. 
 

         
5.  The two election officials take the Voter Print Ticket to the correct precinct table and obtain the     
      Appropriate paper ballot  

 
 
   6.  The two election officials take the appropriate ballot in the ballot sleeve with the clipboard,   
                  a pen and the filled out curbside envelope to the voter located outside the polling place. 
 
 
   7.  The judges instruct the voter on how to mark the ballot - Blacken the Oval. 
 
 
   8.  The voter folds the ballot in half and places it in the curbside envelope  
 
    If a Provisional Voter - Follow all the steps for Provisional Voting, including providing  
                       the voter with the proper provisional envelope.  
    

    
 

Place Voted Envelope in Red Canvas Provisional Ballot Bag. 

CURBSIDE VOTING 



ASK THE VOTER TO COMPLETE AND SIGN 



NEED TO KNOW 



VOTERS WITH 

DISABILITIES 
The AutoMARK - Video 



VOTERS WITH DISABILITIES - THE AUTOMARK 



VOTING USING THE AUTOMARK 



CLOSING THE 

PRECINCT 



CLOSING THE DS200 - VIDEO 



CLOSING THE DS200 



PRESIDING JUDGE CHECK OFF LIST 



 

WHAT GOES WHERE 



THE RED CANVAS BAG - VIDEO 



THE RED CANVAS BAG 



DROP-OFF 
Items  and Location 



THE DROP-OFF ITEMS 



THE END 

Thank You! 

Visit our website at: http://vote.mahoningcountyoh.gov/ 

http://vote.mahoningcountyoh.gov/

